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1.
Position Code



	
	State of Michigan

Civil Service Commission
Capitol Commons Center, P.O. Box 30002

Lansing, MI 48909
	

	Federal privacy laws and/or state confidentiality requirements protect a portion of this information.
	POSITION DESCRIPTION
	


	This form is to be completed by the person that occupies the position being described and reviewed by the supervisor and appointing authority to ensure its accuracy.  It is important that each of the parties sign and date the form.  If the position is vacant, the supervisor and appointing authority should complete the form.

This form will serve as the official classification document of record for this position.  Please take the time to complete this form as accurately as you can since the information in this form is used to determine the proper classification of the position.  THE SUPERVISOR AND/OR APPOINTING AUTHORITY SHOULD COMPLETE THIS PAGE.

	
2.
Employee’s Name (Last, First, M.I.)

GIMPEL, CHARLES R.
	
8.
Department/Agency

MICHIGAN DEPARTMENT OF CORRECTION

	
3.
Employee Identification Number

171867
	
9.
Bureau (Institution, Board, or Commission)

CORRECTIONAL FACILITIES ADMINISTRATION

	
4.
Civil Service Classification of Position

PHYSICAL PLANT SUPERVISOR – 2
	
10.
Division

CHIPPEWA CORRECTIONAL FACILITY

	
5.
Working Title of Position (What the agency titles the position)

PHYSICAL PLANT SUPERVISOR 
	
11.
Section

BUSINESS OFFICE

	
6.
Name and Classification of Direct Supervisor

EDSON FORRESTER,  ADMINISTRATIVE MANAGER 3
	
12.
Unit

MAINTENANCE

	
7.
Name and Classification of Next Higher Level Supervisor

JEFFERY WOODS – WARDEN
	
13.
Work Location (City and Address)/Hours of Work

4269 W M-80, Kincheloe, MI/80

	
14.
General Summary of Function/Purpose of Position

Directs the overall maintenance operation at the Chippewa Correctional Facility. This Multi level facility houses approximately 2200 prisoners with a combined gross building area of 468,889 square feet and a land area of 102 acres. Directs all operations with a combined work force of up to 12 staff, and as many as 50 prisoner workers.  Duties include responsibility for the operation and maintenance of electrical and mechanical building maintenance, general building maintenance, and ground's maintenance. Direct, plan and coordinate the work of a variety of skilled, semi-skilled, and unskilled trades’ persons in a wide variety of building trades and maintenance activities, including planning, coordinating and implementing these activities. In addition this assignment includes some supervisory functions for the gas fired steam plant serving this Facility.  Daily interaction with various department heads, Central Office staff, prisoners, contractors and other agencies. This position requires completion of weekly rounds and monthly inspections of designated areas, buildings and components of the physical plant.


	For Civil Service Use Only



	
15.
Please describe your assigned duties, percent of time spent performing each duty, and explain what is done to complete each duty.



List your duties in the order of importance, from most important to least important.  The total percentage of all duties performed must equal 100 percent.

	Duty 1

General Summary of Duty 1   60%  of Time

Management of daily maintenance operation at the Chippewa Facility in the capacity of the Physical Plant Supervisor.  Schedule all work orders, projects and preventive maintenance utilizing computerized maintenance management system database programs, employees and prisoner work crews. Check on Steam plant functions and mechanical room steam equipment.

	Individual tasks related to the duty.

· Schedule and assign tradesmen according to priority guidelines and the computerized maintenance management system programs, established by policy and type of work required to perform regular and preventive maintenance on physical plant and all equipment.
· Evaluate and schedule all emergency maintenance.

· Recommend improvements and timely reports of malfunctions or damage to the physical plant.

· Conduct routine walk through inspections of work progress and quality of work assigned to employees or outside contractors ensuring proper repairs and timely completion.

· Conduct monthly walk through inspections.  Compile information and submit reports as required.

· Checks with steam plant personnel on steam production and related equipment in mechanical rooms.
· Performs the duties associated with facility representative for all building or improvements completed by general contractors and their subcontractors.

· Attends project and progress meetings as a representative of the facility.

	Duty 2

General Summary of Duty   20%  of Time

Organize maintenance staffs work orders, projects, preventative maintenance, purchasing and other related tasks to ensure priorities are met in a timely manner with efficiency and low costs.  Act as a liaison between the DOC, Central Office, Regional Office, and the Department of Labor and Local Officials.

	Individual tasks related to the duty.

· Coordinate required tasks with Department Heads to establish a cohesive time frame.
· Coordinate with local and state government officials scheduling all activities including inspections.

· Assure all hazardous materials/waste are handled in a proper manner by assigning appropriate staff.

· Assures compliance with ADA and ACA by delegating necessary duties to maintenance staff and monitors effectiveness.

· Ensures tool control is followed as outlined in policy.

· Inspect all routine maintenance, projects and other tasks performed by maintenance staff and prisoner workers.

· Set up calendars and schedules for special projects to determine start and completion dates.

· Organize staff to allow for procuring required material and supplies to meet schedules and deadlines.

· Assure all materials are on hand to complete tasks/projects.

· Coordinate with Regional Staff the scheduling of routine maintenance, PM maintenance, projects and section 23 repairs including inspections of Steam Plants and mechanical rooms.
· Create computerized maintenance management database projects and monitors completion through the related database programs.


	Duty 3

General Summary of Duty 3   5% of Time

Schedule maintenance staff work hours.  Approve maintenance staff leave. Complete by-weekly payroll in Tracey Time and DCDS. Complete annual performance evaluations.  Direct all physical plant related activities through maintenance staff supervisors to assure compliance with applicable codes, DOC policy, ACA Standards, and MDOC Occupational Health and Safety Procedures and Policies.

	Individual tasks related to the duty.

· Coordinates the hiring of staff – writes interview questions and completes evaluations.
· Schedules all staff assignments, approves/denies leave.

· Maintain overtime equalization chart and vacation book per Union Contract.

· Annually reviews and updates all position descriptions.

· Evaluates each position to determine proper classification.

· Works with maintenance staff in maintaining discipline, and assist in preliminary investigations.

· Evaluates staff performance and is responsible to see corrective action is taken when needed.

· Conduct monthly staff meetings to ensure open communication is established discussing concerns and solutions.

· Develops maintenance related procedures that are consistent at all other facilities.

	Duty 4

General Summary of Duty 4    5% of Time

Responsible for maintenance area budgets.  Compile budgetary information documenting all purchases and credits.  Review all purchases for approval prior to processing.

	Individual tasks related to the duty.

· Oversee, audit and approve all individual maintenance credit card purchases.
· Separate budgets from operational, CSS & M and Lump Sum/MOP accounts.

· Approve materials on credit card or through routing procurement process prior to submittal.

· Records all material and parts ordered on credit card and Main.
· Submits projections for annual expenditures of equipment, tools, repairs, inventory, etc.


	Duty 5

General Summary of Duty 5    5% of Time

Responsible for coordinating performance of Maintenance Department fire safety, sanitation, housekeeping, Personal Protection Equipment and Job safety equipment duties.  Complete all required reports in a timely manner.

	Individual tasks related to the duty.

· Maintain weekly and monthly Fire Safety reports and records.
· Maintain weekly and monthly Job Safety reports and records.

· Maintain weekly and monthly Sanitation reports and records.

· Maintain weekly and monthly Tool reports and records.

· Complete and submit all required reports within required deadlines.

· Compile information required of inspections for annual ACA and Sanitation audits.

· Schedule various required tests and certifications i.e., fire hydrants flush, sprinkler system, smoke alarms and fire extinguishers.

· Track completion of service requests for reported deficiencies using computerized project and detail reports.

· Provide computerized project reports for correction of deficiencies to the Business Manager and/or Warden.

	Duty 6

General Summary of Duty 6    5%  of Time

Assist with the expansion and development of a computerized Preventive Maintenance Program for the Chippewa Correctional Facility in accordance with the requirements of the MDOC Physical Plant Operations Manual as well as ensure PM programs are updated and maintained.

	Individual tasks related to the duty.

· Expand Preventive Maintenance Program utilizing computerized maintenance management programs (MS2000) Micro Main.

· Schedule preventive maintenance per manufacturer guidelines and in compliance with the MDOC Physical Plant Operations Manual requirements.

· Utilize computerized maintenance management database programming to develop and set PM schedules to allow all needed work to be performed.

· Develop, initiate, and employee computerized Preventive Maintenance Scheduling, service request, and other database functions in a consistent and similar manner at all other facilities.

· Develop computerized maintenance management database programming and utility services.

· Develop and initiate automated computerized service request program to allow for routing to approving authority as required by policy.

· Use computerized maintenance management systems and programs to maintain computer based and hard copy records supporting confirmation of timely completion of all that require preventive maintenance services and functions.


	
16.
Describe the types of decisions you make independently in your position and tell who and/or what is affected by those decisions.  Use additional sheets, if necessary.

Decisions of which employees are scheduled to various projects, how to handle emergency repairs and/or requests to enable the facility to return to normal operations as expediently as possible.  Decisions for updating and ensuring maintenance areas are in compliance with Fire Safety, Tool Control, Job Safety, Sanitation and MDOC Occupational Health and Safety Policies through weekly/monthly inspections.  Decisions concerning purchases of materials, types of constructions, or repair parts needed to complete repairs, approved projects, and/or preventive maintenance.  Coordinate functions between other Departments and vendors/contractors, ensuring all cost controls are adhered to for maintenance.  Decisions and approval for maintenance staff leave approval, vacation scheduling, employee performance and reviews.

	
17.
Describe the types of decisions that require your supervisor’s review.

Purchase of materials, tools etc.  Decisions that affect the entire facilities operations and overall maintenance departments.  Decisions that may affect the security or safety of the facility.  Decisions regarding unusual overtime expenditures, procurement of goods/services above a specified limit, grievances, and reports to Lansing.  Decisions contrary to the wishes of immediate supervisor and the chain of command that will be discussed prior to a final decision.  When more than one opinion should be considered, the decision will be discussed with the appropriate department or supervisor.

	
18.
What kind of physical effort do you use in your position?  What environmental conditions are you physically exposed to in your position?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions on page 2.

Environmental conditions include equipment noise, dust, odors, fumes, and chemicals.  Direct contact with prisoners assigned to maintenance work assignments throughout the day.  Weekly tours to facility buildings.  Monthly tours of all buildings for inspections.  Sitting, walking, climbing and standing.

	
19.
List the names and classification titles of classified employees whom you immediately supervise or oversee on a full-time, on-going basis.  (If more than 10, list only classification titles and the number of employees in each classification.)

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	Jamie Brandt
	Plumber 11
	Keith Izzard
	Maintenance Mechanic 10

	John Welcher
	Building Trades Crew Ldr 10
	Wes Esson
	Carpenter 10

	Ken English
	Electrician 10
	Mark Dumback
	Electrician 10

	Rob Ware
	Maintenance Mechanic 10
	Doug St. Andrew
	Maintenance Mechanic 10

	(3) Vacant
	Maintenance Mechanic 10
Plumber 
	Rob English
	Equipment Operator 9

	
20.
My responsibility for the above-listed employees includes the following (check as many as apply):

X
Complete and sign service ratings.
X
Assign work.

X
Provide formal written counseling.
X
Approve work.

X
Approve leave requests.
X
Review work.

X
Approve time and attendance.
X
Provide guidance on work methods.

X
Orally reprimand.
X
Train employees in the work.

	
21.
I certify that the above answers are my own and are accurate and complete.


Signature


Date


NOTE:  Make a copy of this form for your records.

	TO BE COMPLETED BY DIRECT SUPERVISOR


22.
Do you agree with the responses from the employee for Items 1 through 20?  If not, which items do you disagree with and why?
Yes I agree with the description of duties and tasks as related to this position.

	
23.
What are the essential duties of this position?

Provides direction and assignments to trades staff in the completion of preventative and repair maintenance of the facility grounds, buildings and service systems.  Daily interaction with various department leaders and administration on current an upcoming needs of the facility.

	
24.
Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.

Since the last review reduction in force has removed staffing and eliminated the second Physical plant Supervisor 1.  Straits Correctional and Chippewa Correctional were merged as one facility, one Maintenance staff. 

One Physical Plant Supervisor 1 is now reasonable for the 101 acre and 23 structures on the grounds along with maintaining the security systems for perimeter fence, radio and camera monitoring.


	
25.
What is the function of the work area and how does this position fit into that function?

Work area provides all maintenance and repair service for the facility and grounds, this position is the direct supervisor/manager of the work area.

	
26.
In your opinion, what are the minimum education and experience qualifications needed to perform the essential functions of this position.

	EDUCATION:  
Education typically acquired through the completion of High School.

	EXPERIENCE:

Five years of power plant operator or maintenance mechanic experience, including two years equivalent to a Power Plant Operator 10 or Maintenance Mechanic 10. 

OR 
Two years of experience as a supervisor of two or more skilled building trades; i.e. building construction, alteration, maintenance, and/or repair, including one year equivalent to a Building Trades Supervisor 11. 

OR 
One year of experience equivalent to a Power Plant Supervisor 11 or Maintenance Mechanic Supervisor 11. 



	KNOWLEDGE, SKILLS, AND ABILITIES:

Knowledge of building, plumbing, electrical and occupational safety codes and regulations.  Knowledge of supervising others, application of bargaining unit contracts and employee relations.  Computer skills for spread sheet, word, data base programs and basic internet.

	CERTIFICATES, LICENSES, REGISTRATIONS:

None required however; beneficial to have building licenses, Mechanical license, code certificates for HVAC, plumbing, steam operations, 

	NOTE:  Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for this position.

	
27.
I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.

	
Supervisor’s Signature


Date

	TO BE FILLED OUT BY APPOINTING AUTHORITY

	
28.
Indicate any exceptions or additions to the statements of the employee(s) or supervisor.



	
29.
I certify that the entries on these pages are accurate and complete.


Appointing Authority’s Signature


Date


Page 1

